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1 Description
An Exception Report is used by the Project Manager to formally advise the Project Steering Committee or Approval Authority of a forecast deviation from the Stage or Project Plan i.e. the planned completion of the work is forecast to exceed the tolerances for cost and/or time that have been agreed for the current stage. 

In some cases the forecast stage deviation may be significant enough to cause the overall project tolerances to be exceeded.
Describe the nature of the exception in terms of the forecast variation from the agreed scope, budget or schedule.
2 Cause of Deviation
Describe the cause(s) of the deviation from the scope, schedule, plan or budget. 

Reference the risk and issues logs as relevant.
3 Impact of Deviation
Describe the anticipated consequences of the deviation from the schedule, plan or budget.

4 Recovery Options
Document the option(s) to resolve or work around the anticipated consequences of the deviation.

Describe the anticipated effect of implementing each option on the business case, risks, and costs in relation to the project and stage tolerances as applicable. 
The recovery options might include any combination of the following:

· Adjustment of the stage or project plan cost and/or time tolerances to accommodate the variation – i.e. to increase the budget and/or extend the time frames
· The carry over of some of the work to the next stage

· The implementation of an alternative solution for some or all of the work.
· A change in the scope of the stage in order to allow the stage to be completed within the original tolerances e.g. removal of some of the lower priority work packages or activities
· The acceptance of the current deliverables with some accepted flaws
· The development of a formal Exception Plan for the remainder of the stage/project
· The cancellation of the project

5 Recommendations
Provide a clear recommendation as to the way forward. 
	For further information about this project please contact:

	<project manager>, <title>, <phone number>,<email address>
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